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' OFFICE OF SECRETARY OF STATE
STATE Apphcahon for '
DEPARTHENT OF ARCHIVES & HISTORY

OF
GEORGI'A RECORDS DISPOS"-'ON STANDARD RECORADS MANAGEMENT mwsmn

Appﬂu TNWTEUCTIONS: Ses sepiraie Inatrucions er cemplelion of J¥OR RECORDS MANAGEMENT DIVISION USE
/‘"j 75 froat amd reverse of thls focm. Siga original and two coples Date Recelved . Application Ne. * Date Compmed
2, Anm: Aspitiation Ne. - wnd forward 1 Departinent of Archives and History. Attention: DE C 19 1973 ’7\-l 30 JAN 28 1974
7 o o Records Management Officer. oo p_ - - ——
3, AGENCY. Dlv_uion, Subxdivision & Adminiglering Office Address 5 4@“ Cf-ﬁtﬁ
Department of Transportation
- Division of Highways - Pre—Construction Section : lﬂe E. Brown ) ,
Office of Right—of-Way : 5. Working Title g, Tel No.
Atlanta, Georgia t R ,
Lo 04 ra———
7. ACTION REQUESTED |
ESTABLISH DISPOSITIGN STANDARD:; : DISPOSE OF PRESENT ACCUMULATIONS;
RECORD WiLL CONTINUE TO ACCUMULATE. D NO FURTHER ACCUMULATION ANTICIPATED.
_ ._ . -
8 Eatliest & Latest Dates of Series 9. Exact Series Title
1950 - To Date Right-of-Way Surplus Land File

10. What is the function of the office in which this record series is created The Division of Highways is responsible
for the plamning, location, design, construction and maintenance of all roads and bridges financeﬁ
by Federal-Aid, State-Aid or Authority funds. Only those county roads and city streets financed
entirely through local funding are designed, constructed and maintained without the supervision
or participation of the Division. The Division of Highways is divided into four sections: the
Pre-Construction Sectiom, which determines project location through aerial photography and uapping
designs the bridges and roads involved, and obtains the right-of-way necessary; the Comstruction
Section, which conducts the tests of soil and materials involved, oversees construction and assuré
quality control, and supervises the seven District Offices throughout the state; the Operations
Section, which issues permits and enforces regulations goverming overweight and oversize vehicles)
design improvements in vehicular and pedestrian traffic controls, effects the relocation of uti-
lities existing on project right-of-ways, administers State-Aid, and maintains the quality of
highways; and the Federal Liason Section, which works to obtain Federal funds and expedite com-
pliance with Federal Highway Administtation requirements on Federal-aid pro;ects. .

y

1L Thts file contams the following documents (include form numbers and titles, if any. and file arrangel’nent)-

Documents relating to the sale of surplus land acquired for right—of-way.

Included are: B:i.d Proposal on Surplus Property - Land
Resolution by the Comzissioner

~r-: - . [Executive Order .. .. - e e .

Quit Claim Deed _ . _ A .

FRL S e "

File is arranged numerically by project number, thefeunder ;C—}ilrohOIogi.ciailir by year

ATTACH SAMPLES OF THE FILE

u_mvmumﬁoccuwso"; - | wo. of Drawers Cn.!'t.dml Ne. of Drawers Cu. Fu. of Records
- ANNUAL RATE OF ACCUMULATION _
) 7 In Office(s) Jn Bersgs Areats)
“Lagatstze Fie Drawers 5 10 Jm Space Cocupled (Bpears Fest) 5 7
. This Laxt ] Preceding] A!é P:.not
Y . & Year's | Year's | Years ar's
Y ) LY . .
AVERAGE DAILY mcss 40 fao | 30 20
- ' |




QUEST!ONN#’RE Place an “x” in the proper column. ll'. answer 1s “YES," ﬁr;se expll-l; - ., ! .. ‘_’S'-":\:NO

L ~»

13. Is this the -Recc:rd Copy .of the series? o _ : [x1

14._ Is there a duplication of this series in another office or agency?‘ | : v i [ 1
15. Is the information copta_ined in this series ever summariz.ed or .'published? Attach copy of St:mmaryrbr publication. | ] ;
16. Does the series contain classified information requiringfsecurity handiing? , ) [ ]

17. Does the series initiate, amend or terminate agency policies and procedures? . S ' L [ x]

18. Could the fﬁnttion be performed if the files were lost or destroyed? _ _ ' | _ -- [ .]7'
19. Is the series {or major portion of it) regularly microfilmed? If yes, why? 7 T . [ }

20. Does thé record series provide data as input to an 'Ele fite? o 7 : 1]

21. Does the record series contain documentation produced as EDP printout? ‘ R [ ]

22. Has the Federal Goverﬁméﬁt iééued i;structions governif:g retention/disposition of these files? S [ x)

23. Will there be a need for these records 10, 15 years from now? if yes, what? ’

I

e

(xj
x}

(x)
,[XJ
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24. REQUIREMENTS. The following requires the files to be kept Permanent_ XyeFs | RN

‘a. [ 1STATE .b. [ .]STATUTE OF c. [ 1AUDIT d. [ ]FEDERAL e [X] ADMINISTRATIVE f.[ ] HISTORICAL
LAW 7LAW . =z ro

LIMITATION ". PERIOD DECISION
(Cite "Law, Statute, or other reason for the retention requirement) - A

VALUE -

25. AGENCY RECOMMENDATIONS: This agenéy recommends that the fiie series be cut off at~ the end of each E

-[ ] CALENDAR YEAR -[ ] FISCAL YEAR -[ x] Other -See below. . . _

[ 1 Hotd in the current files area month(s) . 5. year(s): ) ) ]
[ ] Transfer to [ } State Records Center [ ] Local Holding Area; hold S—L ) R =wond NI -
[ ] Destroy. T - o

[  Transfer to State Archives for permanent retention. - e . , .

[ ] Destroy immediately after cut-off. D oa o :

[XX Other: (Specify) After sale of surplus property, pface in inactive file, Cut inactive
file at end of calendar year, hold in current files area five years, transfer to State
Archives, hold 45 years, then destroy. :

{Indicate briefly rationale for recommendations above/or write additional remarks):

then:

el it
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Attach Samples of the Series

26. ﬁecpmmejndatipns -

. 7 e "‘““w _ mnlahy
[ 1Approved [ ] Disapproved “ o ' Dete

in Paragraph | sute - [V]/Appfdved [ 1 Disapproved :‘\3 mggm:m)mmﬂggg § 5 ﬁ ~ 19--';.-7&4
. : , of State/Designes T . " '
E?§ “Woinsog le? i"z’a_l;!‘

% are: nmm*’[/{ i\p -r [ .] Disapprovéd

Committee {M/Approve.dmi ]Dinpprwm - | : })::{fm




17.

22.

23.

_RIGHT-OF-WAY SURPLUS LAND FILE

Explanation of Yes Answers l4-23

The series initiates the sale of surplus property and terminates
right-of-way clearance.

FHWA Policy and Procedure Memorandum 30-9 states that the series
must be retained 3 years after final Federal payment of the project.

The file must be retained permanently in order to adequately protect
the State's interests.




